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NOTICE TO READERS
Timesavers:  Sample Forms, Checklists, and Surveys for CPA
Firm Management does not represent an official position of the
American Institute of Certified Public Accountants, and it is dis-
tributed with the understanding that the author and the publisher
are not rendering legal, accounting, or other professional services in
this publication. If legal advice or other expert assistance is
required, the services of a competent professional should be sought.
Timesavers
Sample Forms, Checklists,
and Surveys for 
CPA Firm Management
Association for Accounting Administration
Issued by the PCPS Management of an Accounting Practice Committee
INTRODUCTION 
v
In every accounting firm today, there is the struggle to keep current,
keep costs down, and be as efficient as possible. And since forms and
checklists are often a key feature in a well-run accounting firm, the
Association for Accounting Administration (AAA) has worked with its
membership to collect sample forms, checklists, and surveys. These
samples have been contributed by some of the best-managed firms in
the country. They are being reproduced in this workbookt in the hopes
that they will help you avoid the time and hassles that come with
developing job-specific documents. Our goal is to help you obtain use-
ful tools without reinventing the wheel. All samples are presented here
to enable you to adapt them to your own internal environment and pro-
ject at hand.  
This compilation is divided into four parts—
Part 1 Developing a Practice
Part 2 Administration
Part 3 Personnel
Part 4 Owner Issues
We hope you find this publication beneficial to your day-to-day opera-
tions and administration.
The Association for Accounting Administration
INSTRUCTIONS
Every effort has been made to edit the contributed forms so that you
can easily adapt and save them for future use. Firm names, staff
names, and addresses can be added. Usually, a notation indicates the
information that needs to be added, for example [Firm Name].
However, in some cases the samples are very specific to the firms that
created them and will require rewriting to serve your specific needs.
Subject to the conditions in the License Agreement, which may be
viewed in the backmatter of this publication or in the READ-ME file
on the CD-ROM, you may duplicate and modify the exhibits and cre-
ate your own customized forms. All forms are presented either in
Microsoft Word or Excel. This is noted in the table of contents. If an
Excel workbook contains more than one worksheet, this has also been
noted in the table of contents.
To Install and Use the Timesavers CD-ROM
1. The Timesavers CD ROM is self loading. Insert the Timesavers
CD-ROM (label side up) into your computer’s CD-ROM drive
and wait for CD-ROM to load. If the CD-ROM should fail to load,
you can load it from the “Run” menu accessible from the Start
Tab on your screen.
2. The Timesavers CD-ROM will open to a title page screen contain-
ing four tabs: CONTENTS, INSTRUCTIONS, INTRODUCTION,
and READ-ME.
3. To access the exhibits, double click on the CONTENTS tab.
4. A linked table of contents for the exhibits contained on the CD-
ROM will open.
5. Click on the tool you wish to open. The tool file will open on
screen in Word or Excel. 
6. Use the “Save As” method to save the file to your hard drive and rename as appropriate
for your uses.
Important. We recommend that you initially save all documents on your hard drive before
making any modifications. If you do modify any of these documents, you sould save it under a
different file name.  This will allow you to always have the unaltered files available on your
hard drive and to continue to customize new documents as needed. Otherwise, you will need to
pick up files from the CD-ROM each time you wish to make new documents.
Note to users: As a general rule, remember to save your data frequently.
CONTENTS
INTRODUCTION
INSTRUCTIONS
PART 1
DEVELOPING A PRACTICE
SECTION 1 MARKETING—CLIENT SATISFACTION SURVEY 
SAMPLE 1 Cover Letter for Client Satisfaction Survey      
Client Satisfaction Survey     
Rea & Associates, Inc.
SAMPLE 2 Client Questionnaire     
Lurie, Besikof, Lapidus & Co. LLP
SAMPLE 3 Client Satisfaction Questionnaire for Tax Services     
Brock and Company CPAs, PC
SAMPLE 4 Client Service Questionnaire      
Lane Gorman Trubitt, L.L.P.
SAMPLE 5 Client Service Survey      
Simpson & Osborne, CPAs A.C.
SECTION 2 MARKETING—REFERRALS
SAMPLE 1 Business Development Referral Guide      
Miller & Miller CPAs, LLP
 
SAMPLE 2 Employees’ Client Referral Form      
Duggan & Massey
SAMPLE 3 Referral Form     
Brock and Company CPAs, PC
SECTION 3 MARKETING—MISCELLANEOUS
SAMPLE 1 Cash for Clients—20XX Lead Generation Campaign     
SS&G Financial Services
SAMPLE 2 Celebrations, Memorials, and Others Form     
Williams, Young, LLC (Wipfli Young as of November 1, 2003)
SAMPLE 3 Marketing Committee—Firm Member Interview      
Williams Overman Pierce & Co.
SAMPLE 4 20XX Tax Planning Opportunity      
Tax Planning Opportunity Instructions      
Simpson & Osborne, CPAs A.C.  NOTE:  This form is specific to 2003 tax
laws and the tax laws of state of West Virginia.  It needs to be reviewed and
modified before use.
PART 2
ADMINISTRATION
SECTION 1 FINANCIAL MANAGEMENT—PLANNING
SAMPLE 1 Annual Scheduled Work Hours Budget—
20XX Calendar Year      
Lane Gorman Trubitt, L.L.P.
SAMPLE 2 Projected Cash Costs of Additional Personnel      
Olson & Company, P.C.
SAMPLE 3 Time Planning Summary      
Simpson & Osborne, CPAs, A.C.
Also see—New Client or New Service Setup Form 
(Part 2, Section 7, Sample 11)      
Lane Gorman Trubitt, L.P.
SECTION 2 FINANCIAL MANAGEMENT—CHECK REQUEST
SAMPLE 1 Check Request Form      
Bland & Associates, P.C.
SAMPLE 2 Check Request Form       
Lane Gorman Trubitt, L.L.P.
 
 
 
 
 
 
SAMPLE 3 Check Request Form      
SS&G Financial Services
SECTION 3 FINANCIAL MANAGEMENT—EXPENSE REPORT
SAMPLE 1 Car Rental Request Form      
SS&G Financial Services
SAMPLE 2 Expense Reimbursement Form—Transportation and CPE      
5 sheets in workbook
Weaver and Tidwell, LLP
SAMPLE 3 Expense Report      
Bland & Associates, P.C.
SAMPLE 4 Expense Report      
2 sheets in workbook
Rea & Associates, Inc.
SAMPLE 5 Expense Report      
3 sheets in workbook
Williams Young, LLC (Wipfli Young as of November 1, 2003)
SAMPLE 6 Mileage Log      
Lane Gorman Trubitt, L.L.P.
SAMPLE 7 Request for Out of Town Travel Form      
SS&G Financial Services
SAMPLE 8 Request for Travel Arrangements      
2 sheets in workbook
Bland & Associates, P.C.
SECTION 4 FINANCIAL MANAGEMENT—MISCELLANEOUS
SAMPLE 1 Capital Expenditure Requisition Form      
Rea & Associates, Inc.
SAMPLE 2 Month to Month Analysis      
Olson & Company, P.C.
SAMPLE 3 Petty Cash Form      
Bland & Associates, P.C.
SECTION 5 BILLING AND COLLECTION—ADJUSTMENTS
SAMPLE 1 Accounts Receivable Adjustment Form      
Rea & Associates, Inc.
 
 
 
 
 
 
 
 
 
SAMPLE 2 Accounts Receivable Write-off Approval Form      
Lane Gorman Trubitt, L.L.P.
SAMPLE 3 Adjustments (Trade-Outs) Form      
SS&G Financial Services
SECTION 6 BILLING AND COLLECTION—MISCELLANEOUS
SAMPLE 1 Credit Card Authorization Form      
Duggan & Massey
SAMPLE 2 Daily Time Sheet      
Bland & Associates, P.C.
SAMPLE 3 Fixed Price Schedule      
Juravel & Company, LLC
SECTION 7 CLIENT ENGAGEMENTS—NEW CLIENT RECORD
SAMPLE 1 Client Acceptance Form      
Hansen, Jergensen, Nergaard & Co., LLP
SAMPLE 2 Client Data Sheet for Businesses      
Hoffman, Stewart & Schmidt, P.C.
SAMPLE 3 Client Data Sheet for Individuals      
Hoffman Stewart & Schmidt, P.C.
SAMPLE 4 Client Information Sheet      
Simpson & Osborne, CPAs, A.C.
SAMPLE 5 Client Set-up Form      
Williams Young, LLC (Wipfli Young as of November 1, 2003)
SAMPLE 6 Interview of Prospective Client      
Williams Overman Pierce & Co.
SAMPLE 7 New Business Client Evaluation Criteria      
Miller & Miller CPAs, LLP
SAMPLE 8 New Business Client Information     
Levine, Hughes & Methuen, Inc.
SAMPLE 9 New Client Acceptance and Data Sheet      
5 sheets in workbook
Rea & Associates, Inc.
SAMPLE 10 New Client Data Sheet      
Williams Overman Pierce & Co.
SAMPLE 11 New Client or New Service Setup Form      
Lane Gorman Trubitt, L.L.P.
 
 
 
 
 
 
SAMPLE 12 New Client Report—Confidential      
Brock and Company CPAs, PC
SAMPLE 13 New Client Setup—Business      
Juravel & Company, LLC
SAMPLE 14 New Client Setup—Individual      
Juravel & Company, LLC
SAMPLE 15 New Individual Client Information     
Legal-size form
Levine, Hughes & Methuen, Inc. 
SAMPLE 16 Related Entity Memo/New Client Memo      
2 sheets in workbook
T.R. Moore & Company, P.C.
SECTION 8 CLIENT ENGAGEMENTS—CLIENT CHANGES
SAMPLE 1 Change Client Information      
Hoffman, Stewart & Schmidt, P.C.
SAMPLE 2 Client Change/Inactivation Form      
Brock and Company CPAs, PC
SAMPLE 3 Client Change of Address Form      
Bland & Associates, P.C.
SAMPLE 4 Client Change of Address/Client Year-End Change Form
Lane Gorman Trubitt, L.L.P.
SAMPLE 5 Inactive/Delete Clients in Time Keeping System Form     
Lane Gorman Trubitt, L.L.P.
SAMPLE 6 No Longer Client Form      
Simpson & Osborne, CPAs, A.C.
SECTION 9 CLIENT ENGAGEMENTS—AGREEMENT LETTERS
SAMPLE 1 Change Order      
T.R. Moore & Company, P.C.
SECTION 10 ENGAGEMENT PROCESSING—SCHEDULING
SAMPLE 1 Busy Season Planning      
Williams Overman Pierce & Co.
SAMPLE 2 Job Scheduling Form      
Simpson & Osborne, CPAs, A.C.
SAMPLE 3 Planning Memo      
T. R. Moore & Company, P.C.
 
 
 
 
 
 
 
 
 
SAMPLE 4 Quality Control Checklist      
Bland & Associates, P.C.
SAMPLE 5 Staff Scheduling      
Bland & Associates, P.C.
SAMPLE 6 Work-in-Process Schedule      
Legal-size form
Levine, Hughes & Metheun, Inc.
SECTION 11 ENGAGEMENT PROCESSING—ROUTING FORM
SAMPLE 1 Audited Financial Statements: Engagement Control Sheet 
and Engagement Performance Bridging Document      
Legal-size form
Levine, Hughes & Mitheun, Inc.
SAMPLE 2 Extension and Estimated Tax Docket Sheet      
Hoffman, Stewart & Schmidt, P.C.
SAMPLE 3 Project Request Form— Tax Department      
T. R. Moore & Company, P.C.
SAMPLE 4 Report Guide Sheet      
Lane Gorman Trubitt, L.L.P.
SAMPLE 5 Report Instruction Sheet      
Tauber & Balser, P.C.
SAMPLE 6 Report Routing Form      
Jones Nale & Mattingly, PLC
SAMPLE 7 Tax Department Routing Sheet      
Levine, Hughes & Mithuen, Inc.
SAMPLE 8 Tax Return Docket Sheet      
Beach, Fleischman & Co.
SAMPLE 9 Tax Return Docket Sheet      
Hoffman, Stewart & Schmidt, P.C.
SAMPLE 10 Tax Return Flowsheet      
Jones Nale & Mattingly, PLC
SAMPLE 11 Tax Return Routing and Assignment Form      
Weaver and Tidwell, LLP
SECTION 12 ENGAGEMENT PROCESSING—WORKPAPERS INDEX 
SAMPLE 1 Permanent File Index      
T. R. Moore & Company, P.C.
 
 
 
 
 
 
 
SAMPLE 2 Workpapers Index      
T. R. Moore & Company, P.C.
SAMPLE 3 Workpaper Index Reference Schedule for Corporation, 
S-Corporation, and Partnership Tax Returns     
Beach, Fleischman & Co.
SECTION 13 ENGAGEMENT PROCESSING—WRITEDOWNS
SAMPLE 1 Work-in-Process Markdown Form     
Lurie, Beskof, Lapidus & Co., LLP
SAMPLE 2 Work-in-Process Write-Down Approval Form Over $1,000     
Lane Gorman Trubitt, L.L.P.
SECTION 14 ENGAGEMENT PROCESSING—MISCELLANEOUS
SAMPLE 1 Financial Statement Checklist      
T. R. Moore & Company, P.C.
SAMPLE 2 Monthly Accounting Data       
Lane Gorman Trubitt, L.L.P.
SAMPLE 3 Secondary Role Guide      
Lurie, Besikof, Lapidus & Company, LLP
SECTION 15 ADMINISTRATIVE SERVICES—FILING PROCEDURES
SAMPLE 1 Offsite File Request Form      
Lane Gorman Trubitt, L.L.P.
SECTION 16 ADMINISTRATIVE SERVICES—FAX COVER SHEET
SAMPLE 1 Fax Cover Sheet      
Levine, Hughes & Mithuen, Inc.
SAMPLE 2 Fax Cover Sheet      
Miller & Miller CPAs, LLP
SECTION 17 ADMINISTRATIVE SERVICES—CORRESPONDENCE 
AND WORD-PROCESSING
SAMPLE 1 Creative Services Transmittal Form     
Williams Young, LLC (Wipfli Young as of November 1, 2003)
SAMPLE 2 Correspondence Control Sheet      
Levine, Hughes & Methuen, Inc.
SAMPLE 3 Overnight Shipping Log     
Bland & Associates, P.C.
 
 
SAMPLE 4 Postage and Copies Log     
Bland & Associates, P.C.
SAMPLE 5 Transmittal and General Typing Request     
T. R. Moore & Company, P.C.
SAMPLE 6 Typing Log      
Bland & Associates, P.C.
SAMPLE 7 Stationery Order Form      
Lane Gorman Trubitt, L.L.P.
SECTION 18 ADMINISTRATIVE SERVICES—PURCHASING
SAMPLE 1 Purchase Order Form      
SS&G Financial Services
SAMPLE 2 Supply Request Forms      
Bland & Associates, P.C.
SECTION 19 ADMINISTRATIVE SERVICES—MISCELLANEOUS
SAMPLE 1 Meeting Function Sheet      
Williams Young, LLC (Wipfli Young as of November 1, 2003)
SECTION 20 COMPUTER AND INTERNET—POLICIES
SAMPLE 1 Computer/Laptop Responsibility Form      
Lane Gorman Trubitt, L.L.P.
SAMPLE 2 Internet and Computer Systems Usage Policy     
Porter Keadle Moore, LLP
SAMPLE 3 Internet Delivery of Financial Information Policy     
Brady, Ware & Schoenfeld, Inc.
SAMPLE 4 Policies Regarding Technology and 
Electronic Communications     
Williams Young, LLC (Wipfli Young as of November 1, 2003)
SECTION 21 COMPUTER AND INTERNET—MISCELLANEOUS
SAMPLE 1 Help Desk Users Reference Guide      
Lurie, Besikof, Lapidus & Co. LLP
SAMPLE 2 Information Technology Request     
Williams Young, LLC (Wipfli Young as of November 1, 2003)
SAMPLE 3 Technology Committee Survey      
Williams Overman Pierce & Co.
 
 
 
 
PART 3
PERSONNEL
SECTION 1 RECRUITING—INTERVIEW
SAMPLE 1 Interview Agenda      
Bland & Associates, P.C.
SAMPLE 2 Interview Evaluation Form     
Bland & Associates, P.C.
SAMPLE 3 Interviewer Evaluation Form      
Beach, Fleischman & Co.
SAMPLE 4 Recruit Interview Questionnaire     
T. R. Moore & Company, P.C.
SECTION 2 RECRUITING—MISCELLANEOUS
SAMPLE 1 Applicant Spec Sheet     
T. R. Moore & Company, P.C.
SAMPLE 2 Employee Referral Form     
Bland & Associates, P.C.
SAMPLE 3 Interview Contact Control     
Beach, Fleischman & Co.
SAMPLE 4 Recruitment Letter      
(Note: This letter is very personalized to the contributing firm. Needs to be revised.)
Williams Overman Pierce & Co.
SAMPLE 5 Questions to Ask References     
T. R. Moore & Company, P.C.
SECTION 3 ORIENTATION—CHECKLIST
SAMPLE 1 Employee Orientation Manual     
T. R. Moore & Company, P.C.
SAMPLE 2 Entrance Packet/Exit Conference     
2 sheets in workbook
Poole Goldstein
SAMPLE 3 Intern Orientation Checklist      
Katz, Sapper & Miller/KSM Business Services
SAMPLE 4 New Hire Checklist     
Tauber & Balser, P.C.
 
 
 
 
 
 
SAMPLE 5 New Hire and Orientation Checklist 
Friedman Alpren & Green LLP
SAMPLE 6 New Employee Checklist     
Bland & Associates, P.C.
SAMPLE 7 New Employee Checklist     
Conner Ash P.C.
SAMPLE 8 New Employee Checklist     
Lane Gorman Trubitt, L.L.P.
SAMPLE 9 New Employee Checklist     
Rea & Associates, Inc.
SAMPLE 10 New Employee Orientation Checklist      
Beach, Fleischman & Co.
SAMPLE 11 New Employee To Do Checklist—Orientation     
Macdonald Page Schatz Fletcher & Co.
SAMPLE 12 Orientation/Absorption Program Checklist     
Simpson & Osborne, CPAs
SAMPLE 13 Orientation Checklist     
Hoffman, Stewart & Schmidt, P.C.
SAMPLE 14 Orientation Checklist     
Katz, Sapper & Miller/KSM Business Services
SAMPLE 15 New Team Member Orientation Checklist     
Rea & Associates, Inc.
SECTION 4 ORIENTATION—AGREEMENTS
SAMPLE 1 Agreement With Respect to Services Rendered     
Tauber & Balser, P.C.
SAMPLE 2 Independence Questionnaire     
Macdonald Page Schatz Fletcher & Co.
SAMPLE 3 Secrecy Agreement     
Lane Gorman Trubitt, L.L.P.
SECTION 5 ORIENTATION—MISCELLANEOUS
SAMPLE 1 New Hire Computer Setup and Passwords     
Duggan & Massey
SAMPLE 2 New Team Member Desk Setup/Supplies, Etc.     
Lane Gorman Trubitt, L.L.P.
 
 
 
 
 
 
 
 
SAMPLE 3 Welcome!     
Katz, Sapper & Miller
SECTION 6 PROFESSIONAL DEVELOPMENT—REQUEST
SAMPLE 1 CPE Approval Request Form      
Lane Gorman Trubitt, L.L.P.
SAMPLE 2 CPE Registration      
Miller & Miller CPAs, LLP
SAMPLE 3 CPE Request Form     
Santora Baffone CPA Group
SAMPLE 4 Professional Development Committee CPE Request Form     
T. R. Moore & Company, P.C.
Also see—
Expense Reimbursement Form—Transportation and CPE 
(Part 2, Section 3, Sample 2)      
5 sheets in workbook
Weaver and Tidwell
Expense Report (Part 2, Section 3, Sample 4)     
2 sheets in workbook
Rea & Associates, P.C.
Expense Report (Part 2, Section 3, Sample 5)      
3 sheets in workbook
Williams Young, LLC (Wipfli Young as of November 1, 2003)
SECTION 7 PROFESSIONAL DEVELOPMENT—TRACKING
SAMPLE 1 Continuing Professional Education Input Data Report      
Rea & Associates, Inc.
SAMPLE 2 CPE Course Report      
Jones Nale & Mattingly, PLC
SAMPLE 3 CPE Master      
Hoffman, Stewart & Schmidt, P.C.
SAMPLE 4 Request for CPE Credit      
Simpson & Osborne, CPAs
SECTION 8 PROFESSIONAL DEVELOPMENT—IN-HOUSE
SAMPLE 1 CPE Sign-in Form      
Bland & Associates, P.C.
 
 
 
 
 
 
 
SAMPLE 2 Evaluation In-house CPE Program—Instructor     
Bland & Associates, P.C.
SAMPLE 3 Evaluation In-house CPA Program—Participants      
Bland & Associates, P.C.
SAMPLE 4 In-house Course Information Sheet      
Miller & Miller CPAs, LLP
SECTION 9 MENTORING AND COACHING
SAMPLE 1 Career Development Worksheet      
Lane Gorman Trubitt, L.L.P.
SAMPLE 2 Mentor Program—Paraprofessional and Administrative Staff
Williams Overman Pierce & Co.
SAMPLE 3 Mentor Program—Professional Staff      
Williams Overman Pierce & Co.
SAMPLE 4 Mentor Program—Manager and New Partner      
Williams Overman Pierce & Co.
SECTION 10 EVALUATION—INTERN
SAMPLE 1 Intern Evaluation Form     
Porter Keadle Moore, LLP
SAMPLE 2 Employer Evaluation of Internship Student      
Tauber & Balser, P.C.
SECTION 11 EVALUATION—ADMINISTRATIVE STAFF 
SAMPLE 1 Administrative Support Staff Evaluation Form      
Tauber & Balser, P.C.
SAMPLE 2 Performance Evaluation Report—Administrative Staff    
2 sheets in workbook
Brock and Company CPAs P.C.
SECTION 12 EVALUATION—ASSOCIATE
SAMPLE 1 Associate Evaluation Form     
SS&G Financial Services
SAMPLE 2 Performance Evaluation Report—Associate     
Porter Keadle Moore, LLP
SAMPLE 3 Senior Associate Evaluation Form      
SS&G Financial Services
 
 
 
 
 
 
SECTION 13 EVALUATION—STAFF
SAMPLE 1 Agenda for Staff Evaluations      
Bland & Associates, P.C.
SAMPLE 2 Electronic Evaluation of Staff Client Service 
and Internal Client Service      
Macdonald Page Schatz Fletcher & Co.
SAMPLE 3 Monthly Evaluation Forms—Jr. Staff Level      
T. R. Moore & Company, P.C.
SAMPLE 4 Monthly Evaluation Forms—Sr. Staff Level      
T. R. Moore & Company, P.C.
SAMPLE 5 Performance Evaluation Report—Professional Staff      
2 sheets in workbook
Brock and Company CPAs, PC
SAMPLE 6 Performance Evaluation Report—Senior      
Porter Keadle Moore, LLP
SAMPLE 7 20XX Staff Evaluation and Goal Setting      
Williams Overman Pierce & Co.
SECTION 14 EVALUATION—MANAGER xx
SAMPLE 1 Monthly Evaluation Form—Jr. Mgr. Level      
2 sheets in workbook
T. R. Moore & Company, P.C.
SAMPLE 2 Monthly Evaluation Form—Sr. Mgr. Level     
2 sheets in workbook
T. R. Moore & Company, P.C.
SAMPLE 3 Performance Evaluation Report—Manager     
Porter Keadle Moore, LLP
Also see—
Electronic Evaluation of Staff Client Service and Internal Services 
(Part 3, Section 13, Sample 2)     
Macdonald Page Schatz Fletcher & Co.
SECTION 15 EVALUATION—SELF
SAMPLE 1 Annual Self-Evaluation     
Porter Keadle Moore, LLP
SAMPLE 2 Employee Self-Appraisal Form    
Miller & Miller CPAs, LLP
 
 
 
 
 
 
 
 
 
SAMPLE 3 Self-Evaluation Form     
SS&G Financial Services
SECTION 16 EVALUATION—MISCELLANEOUS
SAMPLE 1 A&A/Tax/Corporation Services Short Evaluation Form     
Santora Baffone CPA Group
SAMPLE 2 Accounting Staff Evaluation Form (Managers, 
Supervisors, Senior Accountants, Staff Accountants, 
Paraprofessionals)      
Tauber & Balser, P.C.
SAMPLE 3 Annual Management Group Performance Plan     
Tauber & Balser, P.C.
SAMPLE 4 Performance Appraisal Interim Update Form     
Miller & Miller CPAs, LLP
SAMPLE 5 Performance Evaluation Report—Principal      
Porter Keadle Moore, LLP
SAMPLE 6 Team Member Engagement Performance Review Form     
Brady, Ware & Schoenfeld, Inc.
SECTION 17 MOTIVATION 291
SAMPLE 1 Core Award Certificate      
Weaver and Tidwell, LLP
SAMPLE 2 Eagle Award Nominations Form     
Williams Young, LLC (Wipli Young as of November 1, 2003)
SAMPLE 3 Monthly Nomination Form      
SS&G Financial Services
SAMPLE 4 Sample Letter to Send to Team Members’ Mothers      
Brady, Ware & Schoenfeld, Inc.
SAMPLE 5 Service Award Program     
Williams Young, LLC (Wipfli Young as of November 1, 2003)
SECTION 18 COMPENSATION AND FRINGE BENEFITS—PAYROLL 
SAMPLE 1 Authorization Agreement for Direct Deposit of Payroll     
Katz, Sapper & Miller/KSM Business Services
SAMPLE 2 MAS 90 Payroll Information      
Bland & Associates, P.C.
 
SAMPLE 3 Payroll Form      
Bland & Associates, P.C.
SECTION 19 COMPENSATION AND FRINGE BENEFITS—INSURANCE
SAMPLE 1 Cobra Election Form      
Bland & Associates, P.C.
SAMPLE 2 Insurance Election Form     
SS&G Financial Services
SECTION 20 COMPENSATION AND FRINGE BENEFITS 401(k) PLAN 
SAMPLE 1 401(k) Plan Application for Loan      
Katz, Sapper & Miller/KSM Business Services
SAMPLE 2 401(k) Plan Application for Withdrawal      
Katz, Sapper & Miller/KSM Business Services
SAMPLE 3 401(k) Plan Designation of Beneficiary Form      
Katz, Sapper & Miller/KSM Business Services
SAMPLE 4 401(k) Plan Irrevocable Pledge and Assignment     
Katz, Sapper & Miller/KSM Business Services
SAMPLE 5 401(k) Plan Promissory Note     
Katz, Sapper & Miller/KSM Business Services
SAMPLE 6 401(k) Plan Waiver of Thirty (30) Day Waiting Period      
Katz, Sapper & Miller/KSM Business Services
SECTION 21 COMPENSATION AND FRINGE BENEFITS—TUITION
SAMPLE 1 Advanced Education Program Application Form     
Advanced Education Program Retention Agreement     
Williams Young, LLC (Wipfli Young as of November 1, 2003)
SAMPLE 2 Application for Tuition Reimbursement      
SS&G Financial Services
SAMPLE 3 Tuition Assistance Program Reimbursement Agreement      
Tuition Assistance Program Reimbursement Request      
Lane Gorman Trubitt, L.L.P.
SECTION 22 COMPENSATION AND FRINGE BENEFITS—TIME OFF
SAMPLE 1 Administration Staff Request for Time Off       
Bland & Associates, P.C.
 
 
 
SAMPLE 2 Personal Time Off Request and Approval      
Levine, Hughes & Metheun, Inc.
SAMPLE 3 Summary of PTO and Vacation Time      
Olson & Company, P.C. CPAs
SAMPLE 4 Vacation Master      
Hoffman, Stewart & Schmidt, P.C.
SECTION 23 COMPENSATION AND FRINGE BENEFITS—MISCELLANEOUS
SAMPLE 1 Commission Request Form      
Lane Gorman Trubitt, L.L.P.
SAMPLE 2 Personal Digital Assistant Joint Purchase Program      
Williams Young, LLC (Wipfli Young as of November 1, 2003)
SAMPLE 3 Salary and Benefits Summary      
Olson & Company
SECTION 24 EMPLOYEE FILE
SAMPLE 1 Change of Address/Status Procedures Form      
SS&G Financial Services
SAMPLE 2 Employee Status Changes      
Rea & Associates, Inc.
SAMPLE 3 Medical Emergency Card     
Tauber & Balser, P.C.
SAMPLE 4 New Hire Information     
Santora Baffone CPA Group
SAMPLE 5 New Employee Information      
Beach, Fleischman & Co.
SAMPLE 6 New Employee Information     
Duggan & Massey
SAMPLE 7 New Employee Form     
Rea & Associates, Inc.
SAMPLE 8 Personnel Record      
Bland & Associates, P.C.
SECTION 25 EMPLOYEE SEPARATION 
SAMPLE 1 Consent to Release of Employment Information     
Bland & Associates, P.C.
 
 
 
 
 
 
 
 
SAMPLE 2 Employee Exit Checklist      
Conner Ash P.C.
SAMPLE 3 Exit Checklist     
Katz, Sapper & Miller/KSM Business Services
SAMPLE 4 Exit Packet Checklist/Exit Conference Checklist     
2 sheets in workbook
Poole Goldstein
SAMPLE 5 Intern Exit Interview Form     
Tauber & Balser, P.C.
SAMPLE 6 Separation Checklist      
Seim Johnson Sestak & Quist, LLP
SAMPLE 7 Terminated Employee Checklist      
Rea & Assocates, Inc.
PART 4
OWNER ISSUES
SAMPLE 1 Performance Evaluation Report Partner      
Porter Keadle Moore, LLP
SAMPLE 2 Shareholder Evaluation Report      
Tauber & Balser, P.C.
Also see—Mentor Program—Manager and New Partner
Part 3, Section 9, Sample 4)
Williams Overman Pierce & Co.
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PART
DEVELOPING A PRACTICE
SECTION 1 MARKETING— CLIENT SATISFACTION SURVEY 3
Sam ple 1— Cover Letter for Client Satisfaction Survey
[Date]
[C lien t's  Name]
[C lien t's  Address]
Dear [C lie n t's  Name] :
[Firm Name] is proud to celebrate 65 years of practicing with 
independence, objectivity and integrity. In celebrating this milestone, 
we want to take this time to thank you for your continued business and 
support.
At [Firm Name], we are committed to exceeding our clients' expectations 
through superior performance. Feedback is an important aspect in helping 
us achieve these results. To that end, we have enclosed a client 
satisfaction survey and would value your participation. Your responses 
will enable us to continue to improve the quality of accounting and 
business consulting services we provide you.
This survey will only take a few minutes of your time. However, please 
feel free to expand upon your answers. The more information we have, the 
better we will be able to evaluate your responses.
Please do not hesitate to call me with any questions or concerns. We 
appreciate your business and thank you for your participation.
Sincerely,
[Managing P artner's Signature]
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Sample 1—Client Satisfaction Survey 
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Sample 2—Client Questionnaire 
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Sample 3—Client Satisfaction Questionnaire for Tax Services 
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Sample 4⎯Client Service Questionnaire 
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Sample 5—Client Service Survey 
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Sample 1—Business Development Referral Guide 
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Sample 2⎯Employees’ Client Referral Form 
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Sample 3—Referral Form 
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Sample 1⎯Cash for Clients—20XX Lead Generation Campaign 
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Sample 2—Celebrations, Memorials, and Others Form 
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Sample 3—Marketing Committee—Firm Member Interview 
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Sample 4⎯20XX Tax Planning Opportunity 
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Sample 4⎯Tax Planning Opportunity Instructions 
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Sample 1—Annual Scheduled Work Hours Budget 
ANNUAL SCHEDULED WORK HOURS BUDGET -  20XX CALENDAR YEAR
NAME: ________ ___ __TITLE: _________________  DEPT: ______________
TOTAL HOURS EXPECTED AT YOUR LEVEL: ______________
The purpose o f this worksheet is to provide the team member and advisor a structured way to budget and 
manage personal work hours at [Firm Name].
Totals
TOTAL CHARGEABLE HOURS (break out by month below)* _________
A STAFF & DEPT MEETINGS (incl evaluations, devel, cpe planning) _________
B SPECIAL NON-CHARGE PROJECTS: _________
C MANAGEMENT OR SUPERVISORY RESPONSIBILITIES _________
D PRACTICE DEVELOPMENT ACTIVITIES _________
E BUSINESS, COMMUNITY, CIVIC AND PROFESSIONAL ORGS. _________
F CPE (list any specialized CPE courses here) _________
G UNSCHEDULED ADMIN, PROFESSIONAL READING, ETC. _________
H OTHER (list) _ _ _ _ _
I HOLIDAYS (7 days/56 hours for the full year) _________
J VACATION _________
K SICK LEAVE FOR DR APPTS, ETC. (for time actually expected to be used) _________
TOTAL SCHEDULED HOURS: = = = = = =
This Scheduled Hours Budget has been jointly prepared and acknowledged by both of us as containing 
attainable and reasonable goals. If there is a major change in job responsibilities or personal circumstances, 
adjustments may be considered.
* CHARGEABLE HOURS broken out by month
JAN = FEB = MAR = APR = MAY = JUN =
JUL= AUG = SEP = OCT = NOV = DEC =
Team member: Date:
Supervisor: Date:
Dept. Head Approval: Date:
NOTE: Please submit this worksheet at time o f  hire/annually to the Admin. Dept, for firm budgeting and the personnel file. Any adjustments should also be
submitted to the Admin. Dept. to update the firm and individual Charge Hour budgets
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Sample 1⎯Annual Scheduled Work Hours Budget  
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Sample 2—Projected Cash Costs of Additional Personnel 
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Sample 3—Time Planning Summary 
 
                  Name: 
TIME PLANNING SUMMARY 
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Sample 1⎯Check Request Form 
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Sample 2—Check Request Form 
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Sample 3⎯Check Request Form 
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Sample 1⎯Car Rental Request Form 
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Sample 2—Expense Reimbursement Form—Transportation and CPE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Always seek signed approval of Department Head before submitting for payment. 
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Sample 3⎯Expense Report 
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Sample 4—Expense Report 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Page 1 of 2 
SECTION 3 FINANCIAL MANAGEMENT⎯EXPENSE REPORT          45 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Page 2 of 2 
46 PAET 2— ADMINISTRATION
Sample 5—Expense Report
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Sample 6—Mileage Log 
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Sample 7⎯Request For Out of Town Travel Form 
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Sample 8—Request for Travel Arrangements 
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Sample 1⎯Capital Expenditure Requisition Form 
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Sample 2⎯Month to Month Analysis 
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Sample 3—Petty Cash Form 
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Sample 1⎯Accounts Receivable Adjustment Form 
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Sample 2—Accounts Receivable Write-off Approval Form 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
58          PART 2⎯ADMINISTRATION 
 
Sample 3⎯Adjustments (Trade-Outs) Form 
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Sample 1—Credit Card Authorization Form 
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Sample 2⎯Daily Time Sheet 
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Sample 3—Fixed Price Schedule 
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Sample 1⎯Client Acceptance Form 
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Sample 2—Client Data Sheet for Businesses 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Page 1 of 4 
64          PART 2⎯ADMINISTRATION 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Page 2 of 4  
SECTION 7 CLIENT ENGAGEMENTS—NEW CLIENT RECORD          65 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Page 3 of 4 
66          PART 2⎯ADMINISTRATION 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Page 4 of 4 
SECTION 7 CLIENT ENGAGEMENTS—NEW CLIENT RECORD          67 
 
Sample 3—Client Data Sheet for Individuals 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Page 1 of 2 
68          PART 2⎯ADMINISTRATION 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Page 2 of 2  
SECTION 7 CLIENT ENGAGEMENTS—NEW CLIENT RECORD          69 
 
Sample 4—Client Information Sheet 
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Sample 5—Client Set-Up Form 
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Sample 6⎯Interview of Prospective Client 
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Sample 7⎯New Business Client Evaluation Criteria 
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Sample 8⎯New Business Client Information 
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Sample 9—New Client Acceptance and Data Sheet 
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Sample 10—New Client Data Sheet 
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Sample 11New Client or New Service Setup Form 
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Sample 12New Client Report—Confidential 
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Sample 13—New Client Setup—Business 
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Sample 14New Client Setup—Individual 
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Sample 15—New Individual Client Information 
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Sample 16Related Entity Memo/New Client Memo 
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Sample 1 Change Client Information 
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Sample 2—Client Change/Inactivation Form 
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Sample 3Client Change of Address Form 
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Sample 4—Client Change of Address/Client Year-End Change Form 
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Sample 5Inactive/Delete Clients in Time Keeping System Form 
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Sample 6—No Longer Client Form 
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Sample 1Change Order 
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Sample 1—Busy Season Planning 
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Sample 2—Job Scheduling Form 
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Sample 3Planning Memo 
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Sample 4—Quality Control Checklist 
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Sample 5Staff Scheduling 
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Sample 6—Work-in-Process Schedule 
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Sample 1Audited Financial Statements: Engagement Control Sheet and  
Engagement Performance Bridging Document 
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Sample 2—Extension and Estimated Tax Docket Sheet 
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Sample 3Project Request Form—Tax Department 
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Sample 4—Report Guide Sheet 
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Sample 5Report Instruction Sheet 
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Sample 6—Report Routing Form 
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Sample 7Tax Department Routing Sheet 
    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
114          PART 2—ADMINISTRATION 
 
Sample 8—Tax Return Docket Sheet 
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Sample 9Tax Return Docket Sheet 
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Sample 10—Tax Return Flowsheet 
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Sample 11Tax Return Routing and Assignment Form 
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Sample 1—Permanent File Index 
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Sample 2—Workpapers Index 
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Sample 3Workpaper Index Reference Schedule for Corporation, 
 S-Corporation and Partnership Tax Returns 
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Sample 1—Work-in-Process Markdown Form 
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Sample 2Work-in-Process Write-Down Approval Form Over $1,000 
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Sample 1—Financial Statement Checklist 
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Sample 2—Monthly Accounting Data 
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Sample 3Secondary Role Guide 
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Sample 1Offsite File Request Form 
    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
132          PART 2ADMINISTRATION 
 
Sample 1Fax Cover Sheet 
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Sample 2—Fax Cover Sheet 
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Sample 1Creative Services Transmittal Form 
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Sample 2Correspondence Control Sheet 
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Sample 3—Overnight Shipping Log 
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Sample 4Postage and Copies Log 
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Sample 5—Transmittal and General Typing Request 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
140          PART 2ADMINISTRATION 
 
Sample 6Typing Log 
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Sample 7—Stationery Order Form 
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Sample 1—Purchase Order Form 
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Sample 2Supply Request Forms 
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Sample 1—Meeting Function Sheet 
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Sample 1Computer/Laptop Responsibility Form 
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Sample 2—Internet and Computer Systems Usage Policy 
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Sample 3—Internet Delivery of Financial Information Policy 
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Sample 4Policies Regarding Technology and Electronic Communications 
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Sample 1Help Desk Users Reference Guide 
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Sample 2—Information Technology Request 
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Sample 3Technology Committee Survey 
    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
PART
PERSONNEL
_____ 3!
SECTION 1 RECRUITINGINTERVIEW          161 
 
Sample 1Interview Agenda 
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Sample 2—Interview Evaluation Form 
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Sample 3Interviewer Evaluation Form 
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Sample 4—Recruit Interview Questionnaire  
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Sample 1—Applicant Spec Sheet  
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Sample 2Employee Referral Form 
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Sample 3—Interview Contact Control  
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Sample 4Recruitment Letter 
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Sample 5Questions to Ask References 
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Sample 1—Employee Orientation Manual  
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Sample 2Entrance Packet/Exit Conference 
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Sample 3Intern Orientation Checklist 
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Sample 4—New Hire Checklist  
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Sample 5New Hire and Orientation Checklist 
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Sample 6New Employee Checklist 
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Sample 7—New Employee Checklist  
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Sample 8New Employee Checklist 
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Sample 9—New Employee Checklist  
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Sample 10New Employee Orientation Checklist 
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Sample 11—New Employee To Do Checklist—Orientation  
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Sample 12Orientation/Absorption Program Checklist 
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Sample 13Orientation Checklist 
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Sample 14—Orientation Checklist 
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Sample 15New Team Member Orientation Checklist 
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Sample 1Agreement With Respect to Services Rendered 
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Sample 2Independence Questionnaire 
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Sample 3—Secrecy Agreement 
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Sample 1New Hire Computer Setup and Passwords 
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Sample 2—New Team Member Desk Setup/Supplies, Etc. 
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Sample 3Welcome! 
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Sample 1—CPE Approval Request Form 
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Sample 2CPE Registration 
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Sample 3—CPE Request Form 
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Sample 1—Continuing Professional Education Input Data Report 
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Sample 4Professional Development Committee CPE Request Form 
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Sample 2CPE Course Report 
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Sample 3 --CPE Master  
CPE RECORD - YEAR ENDED XX/XX/20X X
NAME:
NOTE: State license expires in ODD/EVEN years. Be sure Ethics requirement has been fulfilled.
DATE COURSE NAME/SPONSOR
  CREDIT HOURS    TOTAL  
ACTG GOVT  TAX TECH MAS ETHICS N/T  TOTAL EXP.
0 0 0 0 0  0 0  0
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Sample 1—CPE Sign-in Form 
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Sample 2Evaluation In-house CPE Program—Instructor 
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Sample 3—Evaluation In-house CPA Program—Participants 
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Sample 4In-house Course Information Sheet 
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Sample 1—Career Development Worksheet 
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Sample 2—Mentor Program—Paraprofessional and Administrative Staff 
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Sample 3Mentor Program—Professional Staff 
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Sample 4—Mentor Program—Manager and New Partner 
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Sample 4—Mentor Program—Manager and New Partner 
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Sample 1Intern Evaluation Form 
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Sample 2—Employer Evaluation of Internship Student 
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Sample 1Administrative Support Staff Evaluation Form 
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Sample 2—Performance Evaluation Report—Administrative Staff 
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Sample 1—Associate Evaluation Form 
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Sample 2—Performance Evaluation Report—Associate 
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Sample 3—Senior Associate Evaluation Form 
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Sample 1—Agenda for Staff Evaluations 
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Sample 2Electronic Evaluation of Staff Client Service and  
Internal Client Service 
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Sample 3Monthly Evaluation Forms—Jr. Staff Level 
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Sample 4—Monthly Evaluation Forms—Sr. Staff Level 
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Sample 5Performance Evaluation Report—Professional Staff 
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Sample 6Performance Evaluation Report—Senior 
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Sample 720XX Staff Evaluation and Goal Setting 
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Sample 1Monthly Evaluation Form—Jr. Mgr. Level 
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Sample 2Monthly Evaluation Form—Sr. Mgr. Level 
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Sample 3Performance Evaluation Report—Manager 
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Sample 1Annual Self-Evaluation 
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Sample 2Employee Self-Appraisal Form 
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Sample 3Self-Evaluation Form 
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Sample 1A&A/Tax/Corporation Services Short Evaluation Form 
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Sample 2—Accounting Staff Evaluation Form (Managers, Supervisors, 
 Senior Accountants, Staff Accountants, Paraprofessionals) 
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Sample 3—Annual Management Group Performance Plan 
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Sample 4—Performance Appraisal—Interim Update Form 
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Sample 5Performance Evaluation Report—Principal 
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Sample 6Team Member Engagement Performance Review Form 
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Sample 1Core Award Certificate 
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Sample 2—Eagle Award Nominations Form 
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Sample 3Monthly Nomination Form 
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Sample 4—Sample Letter to Send to Team Members’ Mothers 
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Sample 5Service Award Program 
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Sample 1—Authorization Agreement for Direct Deposit of Payroll 
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Sample 2MAS 90 Payroll Information 
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Sample 3—Payroll Form 
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Sample 1Cobra Election Form 
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Sample 2—Insurance Election Form 
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Sample 1401(k) Plan Application for Loan 
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Sample 2—40l(k) Plan Application for Withdrawal 
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Sample 3401(k) Plan Designation of Beneficiary Form 
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Sample 4401(k) Plan Irrevocable Pledge and Assignment 
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Sample 5—40l(k) Plan Promissory Note 
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Sample 6401(k) Plan Waiver of Thirty (30) Day Waiting Period 
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Sample 1—Advanced Education Program Application Form 
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Sample 1Advanced Education Program Retention Agreement 
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Sample 2—Application for Tuition Reimbursement 
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Sample 3Tuition Assistance Program Reimbursement Agreement 
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Sample 3—Tuition Assistance Program Reimbursement Request 
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Sample 1Administration Staff Request for Time Off 
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Sample 2—Personal Time Off Request and Approval 
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Sample 3Summary of PTO and Vacation Time 
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Sample 4—Vacation Master 
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Sample 1Commission Request Form 
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Sample 2—Personal Digital Assistant Joint Purchase Program 
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Sample 3—Salary and Benefits Summary 
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Sample 1Change of Address/Status Procedures Form 
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Sample 2—Employee Status Changes 
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Sample 3Medical Emergency Card 
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Sample 4—New Hire Information 
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Sample 5New Employee Information 
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Sample 6—New Employee Information 
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Sample 7New Employee Form 
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Sample 8—Personnel Record 
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Sample 1Consent to Release of Employment Information 
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Sample 2—Employee Exit Checklist 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
SECTION 25 EMPLOYEE SEPARATION          333 
 
Sample 3Exit Checklist 
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Sample 4—Exit Packet Checklist/Exit Conference Checklist 
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Sample 5—Intern Exit Interview Form 
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Sample 6Separation Checklist 
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Sample 7—Terminated Employee Checklist 
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Sample 1Performance Evaluation Report 
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Sample 2Shareholder Evaluation Report 
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AICPA SOFTWARE LICENSE AGREEMENT
Timesavers CD-ROM
Copyright © 2004 AICPA
ALL RIGHTS RESERVED.
LICENSE AGREEMENT
The Timesavers CD-ROM provided with the Timesavers publication contains electronic versions of checklists,
worksheets, sample correspondence, forms, and other sample documents.  Subject to the conditions in this
License Agreement and the Limited Warranty herein, you may duplicate the files on this CD and/or modify
them as necessary for your internal use only.
No part of this publication may be reproduced, stored in a retrieval system, or transmitted in any form or by
any means, electronic, mechanical, photocopying, recording or otherwise, without the prior written permis-
sion the AICPA. Reproduction prohibitions do not apply to the checklists, forms, worksheets, sample
correspondence, and any other sample documents contained in this product, when reproduced for personal use
only. This material may NOT be reproduced for commercial exploitation, unless prior permission is obtained
from the AICPA’s Copyright Permission Office.
Limited Warranty
AICPA warrants that the program will substantially conform to the published specifications and to the docu-
mentation, provided that it used on the computer hardware and with the operating system for which it was
designed.  AICPA also warrants that the magnetic media on which the program is distributed and the documen-
tation are free from defects in materials and workmanship. AICPA will replace defective media at no charge,
provided you return the item with the original packaging to AICPA within 90 days of the date of delivery.
Except as specifically provided above, AICPA makes no warranty or representation, either express or implied,
with respect to this program or documentation.
In no event will AICPA be liable for direct, indirect, special incidental, or consequential damages arising out
of the use of, or inability to use, the program or documentation, even if advised of the possibility of such dam-
ages.  Specifically, AICPA is not responsible for any costs including, but not limited to, those incurred as result
of lost profits or revenue, loss of use of the computer program, loss of data, the costs of recovering such pro-
grams or data, the cost of any substitute program, claims by third parties, or for other similar costs.  In no case
shall AICPA ‘s liability exceed the amount of the license fee (i.e., cost of product).
The warranty and remedies set forth above are exclusive and in lieu of all others, oral or written, express or
implied.  No AICPA dealer, distributor, agent, or employee is authorized to make any modification or addi-
tion to this warranty.
Some states do not allow the exclusion or limitation of implied warranties or limitation for incidental or con-
sequential damages, so the above limitation or exclusion may not apply to you.  In the U.K. this warranty does
not affect the statutory rights of a consumer.
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AICPA Software License Agreement (continued)
General
The material on this CD is designed to provide information in regard to the subject matter covered and does
not represent an official position of the American Institute of Certified Public Accountants, and it is distrib-
uted with the understanding that the publisher, authors, and editors are not rendering legal, accounting, or
other professional services on this CD.  If legal advice or other expert assistance is required, the services of a
competent professional should be sought.
AICPA retains all rights not expressly granted. Nothing in this License Agreement constitutes a waiver of
AICPA’s rights under the copyright laws or any other Federal or State law.
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To Install and Use the Timesavers CD-ROM
1. The Timesavers CD ROM is self loading. Insert the Timesavers CD-ROM (label side up) into your com-
puter’s CD-ROM drive and wait for CD-ROM to load. If the CD-ROM should fail to load, you can load
it from the “Run” menu accessible from the Start Tab on your screen.
2. The Timesavers CD-ROM will open to a title page screen containing four tabs: CONTENTS, INSTRUC-
TIONS, INTRODUCTION, and READ-ME.
3. To access the exhibits, double click on the CONTENTS tab.
4. A linked table of contents for the exhibits contained on the CD-ROM will open.
5. Click on the tool you wish to open. The tool file will open on screen in Word or Excel. 
6. Use the “Save As” method to save the file to your hard drive and rename as appropriate for your uses.
Important. We recommend that you initially save all documents on your hard drive before making any mod-
ifications. If you do modify any of these documents, you sould save it under a different file name. This will
allow you to always have the unaltered files available on your hard drive and to continue to customize new
documents as needed. Otherwise, you will need to pick up files from the CD-ROM each time you wish to
make new documents.
Note to users: As a general rule, remember to save your data frequently.
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